
E A LAWHON ELEMENTARY
PARENT TEACHER ASSOCIATION STANDING RULES

(NOTE:  Wording in the standing rules does not duplicate wording in the bylaws.  Standing rules contain details about the day-to-day operations of the PTA.)

I. Meetings 

A. The president shall appoint a committee of three (3) members at the last executive board meeting to approve the minutes of the last board meeting.

B. The president shall appoint a committee of three (3) members at the last regular meeting to approve the minutes of the last regular meeting.

II. Training Expenses

A. This Local PTA shall pay the expenses of the newly elected officers and committee chairs to attend the Council and Area PTA training, if applicable.  As the approved budget allows, this Local PTA shall pay the expenses of any other PTA member to attend. 

B. This Local PTA shall pay the expenses of members to attend LAUNCH
 in the following order, as funds allow:  
1. President

2. Treasurer

3. Secretary

4.    1st Vice President, Fundraising 

5.    2nd Vice President, Membership

6.    3rd Vice President, Volunteer Coordinator 
7.    Parliamentarian
4. Historian

5. Standing Committee Chairs –Hospitality, School Supplies/Spirit Wear, Yearbook
C. This Local PTA shall pay the expenses of the delegate(s) to attend the National PTA Annual Convention, if funds permit after expenses have been allocated for the Texas PTA Summer Leadership Seminar. Delegate(s) shall be elected by the executive board or appointed with the approval of the executive board at the May meeting.
D. This Local PTA shall limit event expenses to the following:

1. Registration fee

2. Hotel accommodations IF outside greater Houston area at published seminar or convention double-occupancy rate
3. Meals not to exceed $30 per person per day 
a. Individual meals are paid up to the following limits: 

(1) Breakfast

$30
(2) Lunch


$30
(3) Dinner 


$30
b. If a meal is included in a prepaid event, no reimbursement will be paid for that meal. 
c. Alcohol purchases shall not be reimbursed.

4. Parking fees, including tax.
E. This Local PTA shall pay the expenses for members of the executive board to attend the Texas PTA Leader Orientation.  

III. Financial

A. This Local PTA shall purchase a past president’s pin for the retiring president.

B. This Local PTA shall purchase tickets for the Council PTA Founder’s Day function for the following persons (if available):

1. President

2. Current year’s life membership recipients and one guest

3. School principal
C. This Local PTA shall pay the expenses of the delegate(s) to attend the Council PTA Founder’s Day function as the approved budget allows. Delegate(s) shall be elected by the executive board or appointed with the approval of the executive board.
D. The president shall appoint additional signer(s) for the PTA accounts with executive board approval.

E. The secretary shall not be appointed to review the monthly bank statements.

F. All money shall be counted by at least two (2) persons on the date of collection, and all counters shall sign a completed Itemized Receipt Form. The money shall then be given to the treasurer, who will also count and sign the completed Itemized Receipt Form before making the bank deposit. 

G. Any charges incurred by the PTA because of insufficient funds shall be charged to the check writer.  This Local PTA reserves the right to refuse subsequent checks from the check writer and require cash or money order for payment. 

H. Checks written to a business in an amount over $2,000 shall require two signatures.

I. Checks written to a person in an amount over $500 shall require two signatures.

J. This Local PTA shall reimburse allowable, budgeted expenses to members who submit receipts with proper documentation to the treasurer within thirty (30) days of the event or within three (3) days of the end of the school year, whichever comes first. Acceptance of allowable, budgeted expenses submitted for reimbursement outside of the thirty (30) day period will only be allowed with board approval.
K. This Local PTA shall not reimburse sales tax unless the executive board gives prior approval for the exception. Any member making purchases on behalf of or for this Local PTA shall use the tax-exempt form. 
L. This Local PTA shall obtain at least three (3) bids when making any large purchase unless the item is a specialty item and there is but one vendor for the item. 

M. This Local PTA shall require a written contract with any business/vendor when purchasing non-refundable merchandise or when making significant expenditures for service.

N. This Local PTA shall have a carryover in the checking account of not less than $4,000.00 at the end of the fiscal year.

IV. Bonding and Insurance

A. The following insurance shall be purchased annually by this Local PTA: 
B. (General liability insurance)
C. (Accident medical)
D. (Identity theft)
E. (Blanket bond insurance {commercial crime})
F. (Property insurance {if applicable})
G. (Nonprofit professional liability insurance)
V. Condolences 

A. Condolences expressed by this Local PTA shall be in the form of sympathy cards.

VI. Officer Duties
A. (For each officer, list any additional duties that do not duplicate the wording in the bylaws.)

VII. Standing Committees 

A. The standing committees of this Local PTA shall be Hospitality, Membership, Yearbook, Spanish Liaison, and Arts in Education. 

B. Hospitality
1. This committee shall be composed of a chair and at least two (2) members.

2. This committee shall be responsible for:

a. Hosting at all meetings by creating a friendly welcoming atmosphere  

b. Providing Back to School and Teacher Appreciation events for the faculty and staff, which include:

(1) Coordinating food item donations;

(2) Securing volunteers to serve; and

(3) Reserving school location for the events.

c. Securing refreshments for PTA programs and “Open Houses”

C. Membership

1. This committee shall be composed of a chair (first vice president) and at least four (4) members.

2. The chair shall:

a. Call a meeting of the membership committee to create a membership campaign for the coming year and set membership goals;

b. Ensure completion and submission of membership list and dues report to Texas PTA by October 15; 

c. Coordinate the implementation of a membership campaign;

d. Provide the secretary with an updated membership list for each regular meeting;

e. Apply for membership awards from Texas PTA; and
f. Chair the life membership committee.

D. Yearbook
1. This committee shall be composed of a chair and at least two members. 

2. The chair shall:


a. Call a meeting for the yearbook committee to create a theme for the coming year and    develop a timeline for yearbook deadlines.  


b. Ensure all deadlines are met. 


c. Assign two members to proofread the yearbook for mistakes throughout the year as pages are completed. 


d. Report to the treasurer monthly on yearbook financial matters. 
E.    Spanish Liaison
1. The committee shall be composed of a chair and at least two members.

2. The chair shall:


a. Appoint at least one committee member to translate all Facebook posts.


b. Appoint at least one committee member to translate all flyers.


c. Appoint at least two committee members to represent Lawhon PTA at all events as Spanish translators.
F.    Arts in Education

1. The committee shall be composed of a chair and at least one member.


2. The chair shall:



a. Provide support to the art and music teachers.



b. Provide opportunity for student work to be displayed for parents.



c. Participate in the National PTA reflections program.



d. Participate in the local district council of PTAs yearly art festival.
VIII. Other Board Positions

A. Council PTA delegates shall:
1. Participate fully in Council PTA discussions and deliberations;

2. Report announcements, important actions and the Council PTA program to this Local PTA membership and executive board;

3. Seek information or approval from the membership on matters referred to this Local PTA for such approval or information; and 
4. Report and/or vote as directed by the Local PTA membership at the Council PTA meeting.

B. Teacher liaison shall:
1. Be appointed by the principal;

2. Serve as a communication link between faculty, staff and PTA; and

3. Solicit staff input.

IX. Special Committees
A. Budget and Finance

1. This committee shall be composed of a chair (treasurer) and (number) 3 members, including the president, one membership member, and a representative from the school staff. 
2. The committee shall recommend amendments to the budget based on Plans of Work, and submit these amendments to the executive board. 
3. The treasurer shall present the budget amendments to the membership for approval at the first regular meeting of the year.

B. Life Membership

1. This committee shall be composed of a chair and at least two (2) additional members of the Local PTA appointed by the president.  When possible, one (1) member of the committee shall hold a Texas PTA Honorary Life Membership.
2. This committee shall select individuals for recognition by awarding one (1) Texas PTA Honorary Life Membership and one (1) Texas PTA Extended Service Award, as the budget allows.

X. Awards

A. Awards in the form of certificates, plaques, etc. shall be the property of this Local PTA and not individuals. 
B. Awards in the form of recognition pins (membership, etc.) shall be retained by the recipient.

XI. Scholarships

If a Local PTA awards scholarships, the IRS requires written guidelines.  Refer to the Texas PTA website, Scholarship Guidelines for Standing Rules for more information.

XII. Special Events

Special events, such as Project Graduation, may require special guidelines.  Refer to the Texas PTA website, Project-Event Guidelines for more information.
XIII. Miscellaneous

A. This Local PTA’s mailing address shall be the school address.
B. Members shall obtain authorization from the membership before representing this Local PTA when communicating to school district personnel or the media.

C. Executive board members shall not be entitled to privileges that are not due to any other school district taxpayer because of their position in the PTA.

D. The President and Principal shall approve all communications concerning this Local PTA for school distribution prior to dissemination.
E.   Lawhon PTA will follow the Texas PTA social media policy. The policy will be posted on all Lawhon PTA social media channels.
F.    All social media posts to the Lawhon PTA website, Facebook or any other social media platform representing Lawhon PTA will be approved prior to posting by the president or vice president. 

� 





PAGE  
1

